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To describe how an agency can use the Purchasing application with its existing 
purchasing process, a basic example of an agency’s process is shown with corresponding 
processes in the Purchasing application. Some existing business processes in the agency 
may need to change or be created in order to adopt the Purchasing application. 
 

Agency process Purchasing application 

 

Requester creates line items on a 
requisition. Fiscal personnel (“Coders”) 
can add fiscal coding. (The agency’s 
Purchasing administrator can set up 
requesters so they can add fiscal coding.) 

 

Purchasing administrator creates 
workflows for requisition approvals. 
Separate workflows can be created for 
different functional areas, locations, etc., 
each with the number of approval levels 
and approvers needed. 

 

Purchasing administrator sets up approvers 
with approval rules for a minimum and/or 
maximum dollar amount that the approver 
can approve. Can also enable/limit 
approvals by PCA or Index. In addition, 
specific workflows can be set up for 
specific types of requisitions or purchases. 
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When finally approved, requisition line 
items become available to purchasers. 

 

Purchasers select individual requisition line 
items, select a vendor, and create the 
purchase order. PDF copies of the purchase 
orders can be printed or e-mailed. 

 

The purchaser can select specific Shipping 
and Billing addresses. Addresses are 
maintained by the agency’s Purchasing 
administrator. 

 

Same. 

 

Any user set up as a “Receiver” can enter 
the items received, missing, back-ordered, 
broken, etc. PDF receiving documentation 
can be printed or e-mailed.  

 

Received purchase order items are 
automatically available to import into 
Payment Services. 
 

 

Payment Services users enter the invoice 
and purchase order number and then import 
the purchase order items that match the 
invoice. 
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All fiscal coding entered on each 
requisition line item is automatically 
imported into the Payment Services cost 
distribution. Payment Services users edit as 
needed and approve. 

 

Final approvers in Payment Services can 
set a Payment Request Date and/or an 
Effective Date on payment transactions. 
Payment Services uploads to STARS every 
night for processing and payment.  
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